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This chapter contains an overview of the DoD Organization Hierarchy and
Position Hierarchy. It will explain the concept of how a position hierarchy is
linked to the DoD Organization Hierarchy. At implementation of the modern
DCPDS, all position hierarchies will be in place and ready for new positions
to be linked to them. After implementation, new organizations (new UICs or
PAS Codes) will require position hierarchiesto be built at the region or lower

level.
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Chapter Overview, Continued

DoD
Organization
Hierarchy

Position
Hierarchy

The DoD Organization Hierarchy is an organization structure/architecture,
which depicts the highest organization level down to the lowest organization
level. For example, from the Secretary of Defense organization down to the
installation level.

The purpose of the Organization Hierarchy in modern DCPDSisto
set up lines of command for:

Security

Supervisory relationships

Reports

Lines of promotion, etc.
" Example:

Organization Hierarchy

I
I
e i
hierarchy starts

here —0m7m8 —onr—r

Organization hierarchy will be centrally maintained by DoD:
Components will submit changesin organizational hierarchiesto the
central DoD office responsible for system sustainment.

That DoD office will update the modern DCPDS.

Thetop position in a UIC/PAS at aregion isthe lynchpin tying Organization
to Pogition Hierarchy.

The position hierarchy works like the DoD Organizational Hierarchy, except
it shows who holds the position and subordinate holders. The Hierarch

Describes the organization structure below the activity or ingtallation level
(PAS Codeor UIC levd).

Shows reporting lines or other relationships.

Works like organization hierarchy except it shows who holds the position
and subordinate holders.

Continued on next page
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Chapter Overview, Continued

Position Hierar chy (continued)

Will be maintained at the regional level.
Will start with the senior position in the UIC/PAS organization level.

Shows how subordinate positions will be attached to the senior level; you
must have at least one.

Will contain virtual positions.

Military positions with supervisory control over civilian employeesto
maintain chain of command in the hierarchy.

External users, such as employees who service people in another
region or component.

Shows NAF positions with supervisory control over appropriated
employees appear in the position hierarchy.

Limits how information on Local National employees appearsin the
position hierarchy.

Associated Oracle's Application Data Export (ADE) is an associated application which

Application links the modern DCPDS to desktop tools such as word processors,
spreadsheets and data query tools, in order to manipulate the data that you
have exported. It will enable you to launch a Hierarchy Diagrammer to
graphically display an organization or position hierarchy. However, you
cannot create a position hierarchy usng ADE.

7
2‘2 Note: See Using Application Data Export (ADE) in this chapter.
ADE can not be used if the data base contains more than 12,000

records.
Alternate The Alternate Position Hierarchy is an optional position hierarchy that
Position Components may use.

Hierarchy

Continued on next page
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Viewing a List of Employees by Position Hierarchy

Pur pose This procedure will guide you through the steps for obtaining a list of
employees by a position hierarchy in your database.

Section Contents . How to access the List Employees by Position Hier archy Window
How to populate the Position Hierarchy Window to view the
employees

Accessing the List Employees by Position Hierar chy Window

Step

Action/Remar ks

1

From the Navigation List, click:
View — List = Employees by Position Hierarchy — <Open>.
TheList Employees by Position Hierarchy Window displays:

ELisl Employees By Poszition Hierarchy

Find
Hierarchy [ Primary —‘—'

Puasition Organization

Halder Halder Mumber

Position Holder Mame Holder Mumber

|5

| ol

Note: ThisWindow isafolder. Foldersare online displays of
information, and there are many folder views throughout the
system. The display of data in folders can be customized, sorted,
and queried. You will find more information on foldersin Module
1, Fundamentals, Chapter 7 - Folders.

Continued on next page
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Viewing a List of Employees by Position Hierarchy, Continued

Viewing a List of Employeesin the Position Hierar chy

Step Action/Remarks

1 Onthe List Employees by Position Hierarchy Window, click in
the Hierarchy data field.

2 Click the LOV button on the Toolbar, and sdlect a value.
In the Position data field, click the LOV and select avalue.

4 In the folder region (lower half under the Folder 1con), click in the
Position column, click the <Find> button at the top right of the
window --or click F8 (Query — Enter).

w

The Folder will be populated with a list of all employees within
that position hierarchy.

E=® | ist Employees By Position Hierarchy [_[O] =] g
Find |
Hierarchy [69207=Human Resources Svc Cir ™ Primary
Position |EF006.SUPVY PERS MGT SPEC.21. Organizatian Human Resources Svc Cir |
Holder |Blankenship, Christina M Holder Mumber [745

@J

Position Holder Mame Holder Mumber
;lE?I]BS.SUPV PERS MGT SPEC.2178.M |Jensen, Karen L 1200
| |[E7056.SUPY PERS MGT SPEC.2189.M\|Allen, Jimmie L 547

E7054.EMPLOYEE RELATIONS ASST (|Cruse, Sue M 1268

E7053.EMPLOYEE RELATIONS SPEC.2|Crummer, Carol J 705

E7053.EMPLOYEE RELATIONS SPEC.Z|Winans, Megan P 160

E70533.EMPLOYEE RELATIONS SPEC.Z |Madden, Ingrid H 70

E7033.EMPLOYEE RELATIONS SPEC.Z|Noble, Marlene A 135
-] E7052.SUPY EMPLOYEE RELATIONS f|Cazier, Sandra P 206

Al i

5 Click Action and click Close Window to return to the Navigation
List.

Position Management and Classification: Position Hierarchy Mod 2, Chap 3, page 5



August 25, 2000

Querying a Position Hierarchy

Purpose This procedure will guide you through the steps for querying a position
hierarchy and viewing subordinate holders of the positions.

Section - Accessing the Position Hierarchy Window
Contents . Querying a Position Hierarchy

Viewing the subordinates of a position and the holders of those positions

Accessing the Position Hierarchy Window

Step

Action

1

From the Navigation List, click Work Sructures — Position —
Hierarchy — <Open>.

The Position Hierarchy Window displays:

7Hi Privacy Act of 1974 - [Position Hierarchy: |

gﬂct\un Edit Quey Bo Folder Special Help  Window

- = e [ | | T On tallat:
$5Hyv| 2RE FlExE =enl B2 Bals ¢ perinsteation
or base {usually blank)
Name II MName of hierarchy (UIC or PAS) ™ Primary [l_ l4——— Mot used
— Version
From Ta 5
Mumbar | Date | | Copy Hierarchy...
| Paosition
MName Mame of “top” position, e g, “CPOC Director”
Huolder Ernployes Mumber
. — Mavigates to the
[ Exists In Hierarchy Kumber Of Subardinates rup * previons (higher)
o 1 lewel in the hierarchy
Sk ~ Holders Mumber Of
Mame Mame Mumber Subordinates Dawn . .
. — - Mavigates within
I Position name Person name Emp # = the hierarchy
#* Wo holders ** = [
vacant position r
-
-
= r

Continued on next page

Position Management and Classification: Position Hierarchy Mod 2, Chap 3, page 6




August 25, 2000

Querying a Position Hierarchy, continued

Querying a Position Hierarchy

Step

Action

On the Position Hierarchy Window, query for a position hierarchy
in the Name data field at the top of the window:

Click Query on the Main Menu Bar and Enter or use[F7}.

Type in a hierarchy number, (UIC or PAS Code) followed
by %.

Click Query on the Main Menu Bar and Run or click [F8].

Name 338436=Naval Submarine Base, Ba ™ Primary [r_ |
— Version
From To
Numbar 11 Data [02-JAN-1951 Copy Hierarchy... 1
~ Position
Wame (00000.ADVISORY COMMITTEE MEMBER.9420.DD21.APPR
Holder [Harris, Marcelite J Employee Number [foss
B s [ g Mumber Of Subordinates |0 r up
— Subordinates : Nurmber OF
Name Name Nurmber Subordinates Diwn
- r
r
r
r
r
=l r
Viewing the Subordinates of a Position
Step Action
1

Y ou will need to find a position that has subordinate positions. In
the Position region, query for a position record, either by Position
Name or Holder:

- Click in either the Name or Holder data field (whichever you are
using); then query using the Query Function on the Main Menu
Bar or the shortcut keys of F7/F8.

- Placean “X” inthe Existsin Hierarchy checkbox. Click the Up
checkbox until you get the message, “Thisisthe top position in the
Hierarchy.”

After the query runs, the subordinate position record data displays.

Continued on next page
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Querying a Position Hierarchy, continued

Viewing the Subor dinates of a Position (continued)

Step

Action

2

Click one of the Subordinate Name data fields. Click its associated
Down check box, to display the next level of subordinate positions.

B Position Hierarchy:

Name [#8436=Naval Submarine Base, Ba Cltmany [r“]
~ Version
From To _
Mumber |1 Date [02-JAN-1951 [ Copy Hierarchy...
[ Position
Mame [VBO10.COMMANDING OFFICER.899.NV70.MIL
Holder [~ No Holders = Employee Mumber
X Exists In Hierarchy MNurmber Of Subordinates [397 - Up
i Holdes | NumberOf
Marne MName Murmber Subordinates Down
_‘J B3142. SUPERVISORY COMPU’ Standley, Vita A 14 121 r
o [[F5355 FARILY SERVICE CENT | [Terlaje, Augusto s | [1318 50 <
Ll Ty
| []vo020.5UBASE BANGOR x0.2| | [~ Ho Holders = 1 r
\VB100.0FFICER IN CHARGE W | [~ No Halders = 0 -
‘ B7014 PERSONNEL OFFICER.£ Vanderwerf, Diane C_ 781 43 r
= ||[[VBO50.SECURITY OFFICER23( | [~ No Holders = 13 r

The record selected in the window is now listed in the Position data
field, and its subordinate position display.

m Position Hierarchy:

MName |EH435=NavaI Submarine Base, Ba [ Primary [r ]
— Version
From To
Number |1 Data [D2-JAN-1951 Copy Hierarchy...
| Position
Mame |B6355.FAMILY SERVICE CENTER DIRECTOR.931.NV70.APPR
Holder [Terlaje, Augusto § Employea Number [1319
R Exists |n Histarchy Mumber Of Subordinates |30 r Up
[ St — Holders — Murmber Of
Narme Narne Murber Subordinates Dawin
:_i Cote, Wendy C 1307 f r
| |[B2115.COMMUNITY SERVICES | |Capogna, Marie D 925 0 r
B2129.SUPY COMMUNITY SER | |Simpkins, Beatrice K 588 il r
B8096.SUPY SOCIAL WORKEF | [~ No Holders = 6 -
B7042.SUPERVISORY SOCIAL | | |Korth, Kathy A 528 ti -
- B1182.SUPPORT SERVICES S| | |Harker, Tracy Lee 998 0 I

Note: You can click the Up check box to display higher level
positions.

Click Action and click Close Window to return to the Navigation

List or click the“X” in the top right-hand corner of the window.
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Building a Position Hierarchy

Purpose

Section
Contents

See Also

Before You
Begin

This procedure will guide you through the steps for building a position
hierarchy that links the position to the DoD Organizational Hierarchy and
[imits user access.

Accessing the Position Hier ar chy Window
Fields and Buttons on the Position Hier ar chy Window
Building a Position Hierarchy

Module 2, Position management and Classification in the Modern DCPDS
Section: Overview
Chapter 1, Building Positions
Chapter 2, Managing Positions

Before you can build a position hierarchy, you must build at least one
supervisory position and a subordinate position.
A position hierarchy is used to:

Show reporting lines and other relationships, i.e., supervisory, within
an organization.

Show which position a new position reports to.

Access and control all records of organizations subordinate to that
level.

" Example: Allow supervisors to access only the records of
employees under hisor her position.

Obtain reports and other types of information from records at the
selected level and all those levels below that level in the hierarchy.

Continued on next page
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Building a Position Hierarchy, continued

Accessing the Position Hierarchy Window

Step Action
1 On the Navigation List — Work Sructures — Position —
Hierarchy — <Open>.
4~ Mavigator - CIVDOD CLASSIFIER [HIE B2
Work Structures:Position:Hierarchy
Structure positions into hierarchies
+ Request for Personnel Action =
+ Mass Actions
Workflow Inbox
+ Complaints Tracking
Breakdown Folder
Reduction In Force [RIF)
- Work Structures b
+ Organization
- Position
DescriEtiun
# =] Blt]=] o]
¥ Close Existing WWindomws
2

The Position Hierar chy Window displays.

i Position Hierarchy:

Mame II ™ Primary [r 1
— Version
Frarn To
Murmber I_ Date iy i |
[ Paosition
Mame
Holder Employee Mumber
™ Exists In Hierarchy Mumber Of Subordinates I up
[ Subordi Hold Number Of
Mame Mame Mumber Subordinates Dowh
— r
r
-
-
-
1 I

Continued on next page
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Building a Position Hierarchy, continued

Fields and Buttons on the Position Hierarchy Window

Fields/Buttons Description
Hierarchy Name Note: Components determine position hierarchy
names. Ex: Army — civil engineering, or Navy —
Computer Operations, etc. The Name field may
contain up to 30 characters and can contain
spaces.
Primary Thereisonly one Primary Position Hierarchy for
the ingtallation — usually left blank.

Verson Region —with | Used to distinguish between original or changed
Number and From and | hierarchy.

To Dates
Copy Hierarchy Not used by DaD.
Position Region Contains:

Name (Position Number,)

Holder, Employee Number, and Number of
Subordinates;

A checkbox for moving up and down the
hierarchy

An Up checkbox for navigating to the
previous leve in the hierarchy.

Subordinates Region Contains:
Name
Holders— Name, Number
Number of Subordinates

A Down checkbox is next to each data field
row and used to navigate within the hierarchy

Continued on next page
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Building a Position Hierarchy, continued

Building a Position Hierarchy

Step Action

1 On the Position Hierarchy window, click Name. Enter the name
of the position hierarchy, (UIC or PAS Code, i.e., UIC: 68436 for
f Naval Submarine Base, Bangor, WA).

Note: Do NOT click Primary.

—
Click Save ..@ on the Toolbar.

Completing the Version Region on the Position Hierar chy Window

Step Action

1 Put the cursor in the Version Number data fidd; it will
automatically populate witha “1”.

2 Enter the start date in the From date field.

Completing the Position Region on the Position Hierarchy Window

Step Action
1 In the Name data field, use the LOV to select the position number
you want.
Or:

Click Query. Click Enter. Fill in the name of the position
number you want at the top of the hierarchy followed by a % sign.
(*Name’” means the position number.)

Click Query. Click Run.
2 The Holder data field displays the name of the employee who

holds this position. If the position is vacant, “No holders’ is
displayed.

Continued on next page
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Building a Position Hierarchy, continued

Completing the Subordinates Region of the Position Hierarchy Window

Step Action

1 Click thefirst block under Name in the Subor dinates Region.
Usethe LOV or fill in the position number for each subordinate,
followed by the “%” sign. Example: %5406

]
Click the Save button on the Toolbar.

& Caution: Do not enter additional names until the first one

populates in the Holder s region, otherwise, your position will not
be saved.

3 The Subor dinates Region popul ates.

Bk Position Hierarchy:

Marne Ihﬁdl]ﬁ= [ Primary [l_ ]
— Version
Fram To
Murmbar |1 Date [02 JAN 1951 Copy Hierarchy... |
[ Position
Mame |I]I]I]I]I].454I]E Sudo.838.ARE4 . NAF
Halder |"=t Mo Holders = Employea Mumber
B Exists In Hisratchy Mumber Of Subardinates |74 I Up
ibodinet — Hold Nurnber OF
Mame Mame Mumber Subordinates Diown
- IPI]AMI].SUPERVISORY GENERZ | |Knight, John M 1201 |I] r
P2780_ PROGRAM MANAGER.8 Swoboda, Lee A 1086 |I] r
P2920.INDUSTRIAL EQUIPMER | |Munson, Bruce R 1012 |I] r
P2850 DEPUTY REGIONAL MA Noble, Thomas J 1051 |I] r
P0930.SUPERVISORY PRODUC | [Montgomery, Larry E [1151 [0 r
| P2770.PRODUCTION CONTROI | |Kratsch, Richard G 1065 |I] Il

¥ Close Existing Windows

‘R-40400: Transaction complete: 1 records applied and saved.
Zount: 1 3

Continued on next page
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Building a Position Hierarchy, continued

Completing the Subordinates Region of the Position Hierarchy Window (continued)

Step

Action

4

With the cursor in the top Name data field, click the down arrow
key. The UIC 68436 with trandation displays.

b=k Pogition Hierarchy:

Name [15406-NAVSEA Cmd Det, Ping & E W Ermery i 1
— Yersion
From To = o " |
Mumber |1 Date [02-JAN-1951 Copy Hierarc V...
[ Position
Mame I|]|]|]|]|].454|]E Sudo.838.ARE4.NAF
Haolder I’=t No Holders = Employee Mumber
B Exiisis I (S MNumber Of Subardinates ||] -
T bl r Nurnber OF
Mame Mame Mumber Subardinates Diovwn
- I -
-
-
r
r
= =

Enter the verson number and start date of the hierarchy.

Note: You can copy an existing hierarchy by using the Copy
Hierarchy, but it is not recommended.

Click Save.

Query the top position name in the position block.

Note: The Position Name (position number) and the Holder
(employee name) data fields are automatically populated. Always
define hierarchies from the top position down, and a position
hierarchy must have at least one supervisor and one subordinate.

The Holder displays the name of the employee who holds this
position. The number of subordinates displayed represents all of
the subordinates and not just the next lower level.

Click the LOV to display the number of holders.

Continued on next page
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Building a Position Hierarchy, continued

Completing the Subor dinates Region of the Position Hierar chy Window (continued)

Step Action

8 In the Subor dinates Region select the immediate subordinates for
the top position by using the LOV.

9 To add organizations below one of these immediate subordinates,
check in the “Down” checkbox for the position.

10 | ThePosition Region now displays the position you have selected.

Y ou can add subordinatesto this position. To return to the
previous level, check the “Up” checkbox.

f Note: Thelist of positions from which you can select in the
Subor dinates Region includes positions that are already in the
hierarchy. If you select such a position, you will moveit and all of
its subordinates within the hierarchy.

11 | Click Save. Click Action and then click Close Form to return to
the Navigation List.
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Linking a Position to a Position Hierarchy

Purpose This procedure will guide you through the process of linking a position to a
position hierarchy.

Section Contents - Using the Position Window to link the position to a position hierarchy
Linking a position to a position hierarchy

See Also Module 2, Position Management and Classification in the Modern DCPDS
" Chapter 1, Building a Position
Chapter 3, Managing Position Hierarchy

Before You - You must build a position before you can link it to a position hierarchy.
Begin - There arethree waysto link a position to a position hierarchy:
1. Usethe Position Window <Reporting T o> Taskflow Button
2. Usethe Position Hierarchy Window (refer to: Completing the
Subordinates Region in Building A Position Hierarchy)
3. Usethe ADE Position Diagrammer

Using the Position Window

Step Action

1 On the Navigation List — Work Srructures — Position —
Description — <Open>.

2 The Position Window displays.

3 Tolook at all positions previoudy created, click Query on the
f Main Menu Bar. Place your cursor in Name field and enter the PD
number. Ex: %J1123%

Note: Do not click the Name datafield. 1t will bring up the
Position Flexfield Window and generate a new system number.

4 Click Query and click Run. Date, Name (PD Nbr, Title,
Sequence Nbr, Servicing Personnel 1D, and type of position);
Organization (Department of Army); Location (GEO-LOC); and
Status automatically populate the Position Window.

Continued on next page
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Linking a Position to a Position Hierarchy, Continued

Using the Position Window <Reporting To> Taskflow Button

Step

Action

1

On the Position Window, click the <Reporting To> Taskflow
Button. The Position Reporting To Window displays.

£ Oracle Applications

Action Edit Query Go Folde Special Help Window
$zRv] amE FER< =8l 542

R Position P 3

Dates
’7 From [23-MAR-1998 To ‘

Name [J1123.SUPPLY TECHNICIAN.2618. ARMC.APPR
Organizal tion |Department of Ammy Jab IZDDE Supply Clerical And Tech
Location [510100013 Status [invalid [

- B Position Reporting To
Standard Conditions

Hierarchy Mame
= WDepartment of Defense 00012 AEROSPACE PROGRAM DIRECTO
Waorking Hours
Frequency
Reporting To
ccccc

FRM-40400: Trarsaction complete: 1 records appiisd and saved
Court: "0 <List>

Pace your cursor in the Hierarchy data field; click the LOV to
select the name of the hierarchy in which you are placing the
position. (Ex: UIC level)

Place your cursor in the Name data field, and click the LOV.
Enter a reduction query. (Ex: %)

Note Thisisthe Position Name, not the Person Name of the
incumbent of this position.

Select the position that the newly created position reports to.

Click Save.

Click Action on the Main Menu and click Close Form to return to
the Navigation List.
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Deleting a Position from a Position Hierarchy

Purpose

Section Contents

See Also

Before You
Begin

This procedure will guide you through the stepsto delete a position that is
within a position hierarchy.

Accessing the Position Hier ar chy Window
Deleting the Position from the Hierarchy
Querying a Position

In thisModule:
Chapter 1, Building Positions
Chapter 3, Managing Position Hierarchy
Section, Linking a Position to a Position Hierarchy

To delete a position from a position hierarchy, you must remove the
subordinate positions from the hierarchy, starting at the lowest level.

Continued on next page
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Deleting a Position from a Position Hierarchy, Continued

Deleting a Position from a Position Hierarchy

Step Action

1 On the Navigation List, click Work Srructures — Position —
Hierarchy <Open>. The Position Hierarchy Window displays.

Bk Position Hierarchy:

Mame || ™ Primary [l_ ]
— Version
Fram To
Murmbar I_ Date Copy Hierarchy... |
[ Position
Marme
Holder Employee Number
[ Exists In Hierarchy Mumber Of Subordinates [ Up
= S — | Mumber Of
Mame Mame Mumber Subordinates Down
= r
r
r
r
r
= r

Continued on next page
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Deleting a Position from a Position Hierarchy, Continued

Deleting a Position from a Position Hierarchy

Step Action

2 At Name data field at the top of the form, query the name of the
hierarchy (UIC or PAS). The Position Region automatically
populates with a list of positionsin the database.

3 With the cursor in Name data field in the Position Region, query
the name of the top position (supervisor of the position being
deleted). The subordinate positionsincluding the one you want to

delete will automatically populate under the Name data field of the
Subor dinates Region.

78 Dracle Applications

Action Edit Query Go Folder Special Help Window

$Eldvl 2=E FERN el

B2 Position Hierarchy:

Mame |J|123 ™ Primary [I_ 1
~ Mersion
From To 5
Nurnber [t Date [23-MAR1998 Copy Hierarchy... i
| Paosition

Mame [10012.AEROSPACE PROGRAM DIRECTOR.295.DD15.APPR
Holder |ABBO1T, SUSAN A

Ermployee Mumber (181
¥ Exists In Hierarchy MNumber Of Subordinates I*l s

— Subordinates

Holders Mumber Of

Mame Mame Mumber Subordinates Diown
;}!123[![!.Supply Clerk.1506.ARA = Mo Holders = 1 r
I01068.Computer Rock.555.AR = Mo Holders = ul I
I00012.AEROSPACE PROGRA USUHS TOM, Mr. JE 190 0 Il
r
r
=1 [

4 Click the position you want to delete.
Click the “To” Block at the top under the Name Region.

6 Go back and click the position you want to delete (again) in the
Subor dinates Region.

62

Click the Delete Button Z on the Toolbar.

Continued on next page
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Deleting a Position from a Position Hierarchy, Continued

Deleting a Position from a Position Hierar chy (continued)

Step

Action

8

A Message Box displays asking, “Do you really want to delete the
record?” Click <Yes>.

Do wou really want to delete this record?
If so. when vou hawe answered any further
messages about this 'Delete’. wou should

press 'Sawe' to commityour 'Delete’ and any
other pending transactions.

MNo

Click <SAVE>.

10

The Position Hierarchy Window displays with the positions
removed.

£ Dracle Applications [H[=] E3

Action Edit Query Go Folder Special Help Window :
HaDv| 2z FERS e 8542 508

B Position Hierarchy:

Name [1123  Primary w
— Version
From To :
Number [1 Date [23-MAR-1998 Copy Hierarchy...
[ Position
Mame [00012.AEROSPACE PROGRAM DIRECTOR.295.DD15.APPR
Holder |ABBOTT, SUSAN A g sy ’E
X Exists In Hierarchy Number Of Subordinates |2 - up

— Subordinates

Holders — Mumber Of
Mame Marme Murnber Subordinates Down
= !12300.Supply Clerk.1506.ARA [~ No Holders = 1

FRM-40400: Tranzaction complete: 1 records applied and saved.
Count: <1

11

Y ou can now exit the Position Hierarchy Window. Click Action
on the Main Menu Bar and click Close Form to return to the
Navigation List.
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Using Application Data Export (ADE)

Purpose Oracle's Application Data Export (ADE) is an associated application which
links the modern DCPDS to desktop tools such as word processors,
Spreadsheets, and data query tools, in order to manipulate the data that you
have exported.
- It will enableyou to launch a Hierar chy Diagrammer to graphically
display an organization or position hierarchy. However, you cannot build
a position hierarchy using ADE.
ADE can be accessed from anywhere in the modern DCPD'S except
special applications such as COREDOC and Resumix®.

Section Contents . Accessing the Position Hierarchy Window
Accessing the HR Position Diagrammer
Using ADE to make changesto the position hierarchy.

Eefqre You . When using ADE, it is helpful to know the name of the position hierarchy
egin you want to work with (usually a UIC or PAS code), and the position
number of the top position in that hierarchy.

Once displayed, you can use the Position Hierarchy Editor to
graphically make various changes to your hierarchy:
Add positions by dragging them from the right pane to the left, or
Remove positions by dragging them from the left to the right, or
Change relative standing of positionsin the hierarchy by moving the
positions around, €tc.

Continued on next page
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Using Application Data Export (ADE), Continued

Accessing ADE

Step Action

1 From the Navigation List, click Work Sructures — Position —
Hierarchy — <Open>.
The Position Hierar chy Window displays.

Action Edit Guey Go [older Special Help  ‘Wwindow EKpOl‘t

PRl e FlERS =lelnl #8402 6@ 8 s
E Position Hierarchy:
Marne || ™ Prirary [|_ 1
— Version
From Ta
Mumber I_ Date Gy (oo |
" Position
Name
Holder Employee Mumber
[™ Exists In Hierarchy MNumber Of Subardinates I up
[ e — Holders — Mumber Of
Mame MName Nurmber Subordinates Dioiivn
= r
r
r
r
r
| r

Continued on next page
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Using Application Data Export (ADE), Continued

Accessing ADE (continued)

Step Action

2 Click the Export Data Button on the Toolbar. The HR
Application Data Export Window displays:

i HR Application Data Export [_ [O] x|
| Fetch Data
[ PERWSDPH | =l4— Stepa:
Action ] Click and select
Fetch
& None EH0 £ Default Query
% Word Proceszor
i Spreadsheet & Stat | & Step 5:
% SQAL=Plus Click Stare
€% Oracle Data Query =
€ Oracle Data Browser BUDIDad
¢ HR Drganization Diagr
Step 3: — | ¢ HR Position Diagrammer ? Help
Click _
HR Pasition .
Diagrammier I . Exit

3 | Click the HR Position Diagrammer Button.

4 Click the unnamed drop down menu located just beneath the
“Fetch Data’ Title; and select Default Query.

5 | Click the Start Button. The Position Hierarchy Editor Window
displays.

Ready [

Continued on next page

Position Management and Classification: Position Hierarchy Mod 2, Chap 3, page 24



August 25, 2000

Using Application Data Export (ADE), Continued

Viewing the Position Hierarchy

Step

Action

Click the Position Structure drop down menu (shown above).
Click the name of the hierarchy you want to display (you can
quickly reduce thelist by typing the first character of the hierarchy
you are seeking).

Click the Version drop down menu, click “1” (default). The

ersion

o0si ar
18450.COMMUNITY RELATIONS SPECIALIST.7576.ARF |
18470.TRAFFIC MANAGEMENT SPECIALIST.7747.ARP1
18520.SUPERVISORY TRANSPORTATION SPEC
18530.TRAINING TECHNICIAN [0A).7698.ARP1.APPR
18550.BUDGET ANALYST.7132.ARAS.APPR
18560.QUALITY ASSURANCE SPECIALIST.7741.ARP1.2
18570.PLANT MANAGER.7742.ARP1.APPR
18590.ADMINISTRATIVE OFFICER.7710.ARP1.APPR
18592.SUPPLY TECHNICIAN.2778.ARP1.NAF _I
18600.MANAGEMENT ANALYST.7709.ARP1.APPR
18610.CARGO SCHEDULER.7271.ARMT.APPR
18630.SUPERYISORY EDUCATION SERVICES SPECIAL
18650.ADMINISTRATIVE SUPPORT CLERK [0A).7184.A
18680.MEDICAL TECHNOLOGIST.7249.ARMC .APPR
18730.INFOMRATION SERVICES MANAGER.7154.ARFC
158740.EQUAL EMPLOYMENT MANAGER.7570.ARP1.AF
18750.ACCOUNTING OFFICER.7485.ARP1.APPR
18770.CONSULTANT (INTELLIGENCE OPERATIONS).71
18790.MANAGEMENT ANALYST.7136.ARAS.APPR
18820.INFORMATION MANAGEMENT SPECIALIST.7452

Foooooooooooooooogd

18860.SUPERVISORY LOGISTICS MANAGEMENT SPE(

18870.ADMINISTRATIVE SUPPORT ASSISTANT (OFFICE

18880.TAX FILING COORDINATOR.7236.ARP1.APFR

18900.SECURITY SPECIALIST (AUTOMATION).7335.AR

18920.SUPERYISORY FIREFIGHTER.7795.ARP1.APPR.

18940.INTELLIGENCE SPECIALIST [GMI ANALYST].733 ~
»

EDDDDDDDDD

4

Reacy | I I

Note: Thiswindow is comprised of two areas:

The right-hand area (which displaysfirst) isalisting of all the
positions in the database.

The left-hand area will display the diagram of the hierarchy
you select.

Continued on next page
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Using Application Data Export (ADE), Continued

Viewing the Position Hierar chy (continued)

Action

Scroll through the position list on the right hand side to locate the
top position in the hierarchy that you are working with. Although
thereisno “find” function available, thislist scrolls very quickly.

Note: Thetop position isidentified by a bright blue squar e with
ablack squar e attached to it.

- Subordinate positions appear as single black squar es.

- Mid-level postions (with subordinates and superiors) appear
as blue squares with black squar es on both sides.

" Example: Once you find the top position in your hierarchy,
click and “drag” it to the |eft area of the Position Hierar chy
Editor Window. Thiswill create the diagram of the hierarchy as
displayed below.

=z Position Hierarchy Editor - Position Hieraichy Editor

Fie Edit Wiew ‘window Help

(=1 5 N N =T N = N [N

Position Structure| W3LMAA-USA JAPAN IX 17| Version|1 &

Position Hierarcl hy Editor:2 =1of =]
18630.SUPERVISORY EDUCATI = |
18650.ADMINISTRATIVE SUPPC
18680.MEDICAL TECHNOLOGIE
18730.INFOMBATION SERVICE:
187 40.EQUAL EMPLOYMENT N
18750.ACCOUNTING OFFICER.
18770.CONSULTANT [INTELLIG
18790. MANAGEMENT ANALYS1
18820.INFORMATION MANAGE:_I
18860.SUPERYISORY LOGISTI

Moooooi:

EDDDDDDDDDDDDDDDDDDDD

18870.ADMINISTRATIVE SUPPC
18880.TAX FILING COORDINAT!
18900.SECURITY SPECIALIST [
18920.SUPERYISORY FIREFIGI
18940.INTELLIGENCE SPECIAL
13000.COMPUTER SPECIALIST
19014.SECRETARY (0A).10123.
19015.8SECRETARY [0A).10115.
19015.SECRETARY (0A).10116.
13020.CIVIL-MILITARY RESEAR
19036.ADMINISTRATIVE OFFICI
19046.SECRETARY [0A).10124.
19055.COMPUTER SPEC[SYST
19070.MANAGEMENT PROGR#
19075.SECRETARY (0A).10130.
19076.SECRETARY [0A].10113.»
3

2|

Ready | | [
;g start| (3 Exploring - Posi..| B Microscht word.| BE] Privacy Act of ... | (=] Micraseft Paw... | &8 HR Application..|[5& Position Hie.

Continued on next page
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Using Application Data Export (ADE), Continued

Viewing the Position Hierarchy (continued)

Step Action

4 There are different buttons on the Toolbar that can be used to vary
the display of the information in the Position Hierarchy Editor
Window. The center of the three Display Control Buttonsis
“active.” You can also maximize or re-size the window as desired
with the Size Control Buttons.

Display Control Size Control
icons icons

== Position Hierarchy Editor - Position Hierarchy Editor
File Edit “iew ‘window Help

_ E|.%| A ='|1|=.=.|-| @1|Q|.

ﬂPosillon Hierarchy Editor:1

Using the Diagrammer to Change the Hierar chy

Action Procedure
Add apogstiontothe |Highlight the position on the right side of the
hierarchy Position Hierarchy Editor Window, click and

“drag” it to the appropriate place on the left side of
the Position Hierarchy Editor Window.

Link apostionto a - Drag the position hierarchy (the top position and

hierarchy its subordinates - those with a bright blue square
with a black square attached to it) from the right
to the left.

L ocate the position you want to add in the right
pane and drag it to the appropriate place in the
left pane.

Continued on next page
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Using Application Data Export (ADE), Continued

Using the Diagrammer to Change the Hier ar chy (continued)

Action Procedure
Remove a position Click the position to be removed on the |eft side of
from the hierarchy the Position Hierarchy Editor Window and “drag”

it to the right side of the Position Hierar chy Editor
f Window.

Note: When you remove or detach positions from
the hierarchy, you are only severing the “tie” to the
hierarchy. You are NOT deleting the position. It
remainsin the database.

Save the revised Click the Save button on the Toolbar.

hierarchy

Exiting the Position Exit by clicking Action and Close Window on the
Hierarchy Editor Main Menu Bar to close the Position Hierar chy
Window Editor Window.
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